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AM’s 1968 Index of Articles 


S A SERVICE to subscribers who keep back issues of Adminis- 
trative Management—we understand quite a few do—and as an 


aid to librarians, we offer this detailed index to features published 
during 1968. Reprints of the listed articles may be obtained through 
our Reprint Department. Administrative Management is also avail- 
able on roll microfilm through University Microfilms, 300 N. Zeeb Rd., 
Ann Arbor, Mich., and on 4” x 6” microfiche film cards from Micro 
Photo Division, Bell & Howell Company, 1700 Shaw Ave., Cleveland, 


Ohio 44112. 


Association News 


Arranged alphabetically by 
association name 


ADAPSO Issues Report on Operating Ratios—Re- 
sults of survey conducted late in 1967 (News of 
Associations—May, p. 12). 

ADAPSO—Moves to New York City and has 
new director (News of Associations—Feb., p. 


AMA Conference on the Administrative Manager 


and the Electronic Era—Outline of program; list . 


speakers (News of Associations—Jan., p. 12). 

AMA‘s New President: Former Secretary of 
Commerce Alexander B. Trowbridge (June, p. 
15). 


AMA Announces New Organization for Super- 
visors—Supervisory Management Association set 
up by AMA on Dec. 1 for supervisory personnel, 
(News of Associations—Dec., p. 12). 

AMA A Semi Schedule—Workshop 
and orientation seminar program through Octo- 
ber (News of Associations—July, p. 12). 

to Explore Training—Announcement of 
the fourth annual conference on education and 
training, New York, August 12-15 (News of 
Associations—August, p. 2). 

AMS Annual Conference—49th International 
conference to be held May 19-22, 1968, in Los 
Angeles (AMS Report—Feb., p. 46). 

A Annual Conference—Theme is ‘‘Manage- 
ment Development—Now!”’ Detailed schedule of 
the conference (AMS Report—Mar., p. 61). 

AMS Award Presented—The Leffingwell AMS 
Award presented to Steve H. Bomar (AMS Re- 
port—June, p. 58). 

AMS Chicago Chapter—Planning 25th annual 
Business Show and Midwest ETT Semi- 
nar (News of Associations—Feb., 12). 

Conference Schedule—Detailed schedule 
given for AMS’ 49th International Conference 
May 19-22 in Los Angeles (AMS Report—Apr., 
p. 64). 

AMS Officers and Directors for 1968-69—List 
of those elected at the AMS International Con- 
ference in Los Angeles (AMS Report—June, p 


AMS to Offer C.A.M. to Managers—Profession- 
alization Council established to make C.A.M. 
awards; with pictures and brief biographies of 
members of Council (AMS Report—Nov., p. 44). 

American Records Management Association— 
Pushing for National Better Record Keeping 
Week; also list of 1968-69 officers (News of As- 
sociations—Sept., p. 14). 

American Society for Training and Develor~ent 
—Will hold 24th national conference, including 
training equipment and services exposition 
(News of Associations—Feb., p. 12). 

American Society for Training and Development 
—Fall session of its Organization and Manage- 
ment Development Institute in Atlanta, Oct. 28- 
Nov. 1 (News of Associations—July, p. 12). 

American Society for Training and Development 
Sponsors Audio Visual Institute—Co-sponsor is Na- 
tional Audio Visual Association; location is 
Indiana University (News of Associations—Oct. 
p. 4). 

BEMA Conf Agenda of the 10th 
annual Business Equipment Exposition and Con- 
ference, in Chicago, Oct. 28-Nov. 1. (Oct., p 


0) 
BEMA Show for 1968—In Chicago October 28- 
November 1 (News of Associations—Aug., p. 


12). 

DPMA A 1 Conf Outline of program 
and seminars to be given (News of Associations 
—June, p. 10). 

DPMA Group Seeks EDP School Standards—Re- 
port of the subcommittee on school management 
and student recruitment (News of Associations 
—Oct., p. 12). 

DPMA Has New Committee —Held first meeting 
of new “Long Range Advisory Committee” 
(News of Associations—May, p. 12). 


Crhadul, 


DPMA Lists Schools—750 sch offering data 
processing courses or degrees listed in 82 page 
volume (News of Associations—Jan., p. 12). 

DPMA Publishes Guide to Processors—Directory 
lists 7,000 CDP holders throughout the world 
(News of Associations—Mar., p. 12). 

International Business Forms Industries Sponsors 
Forum—Topic is the impact of optical character 
recognition on computerized information man- 
agement in the next decade (News of Associa- 
tions—Oct., p. 12) 

International Association of Printing House 
Craftsmen—Holding first printing equipment ex- 
position at 49th annual convention (News of 
Associations—June, p. 10). 

In-Plant Printing Management Association— 
Third Spring aaneadianal Conference in Wash- 
ington, D.C. (News of Associations—Apr., p. 

2). 


LOMA Membership Rises to 467—Four new 
members added (News of Associations, July, 
p. 12). 

LOMA’‘s 1968 Automation Forum—In St. Louis, 
March 11-13 (News of Associations—Mar., p 
2). 


MTM Annual Conference—In New York October 
16-18, on “Management Controls in Action” 
(News of Associations—Aug., p. 12). 

National Microfilm Association’s Annual Meeting 
—Called ‘Images in Action’’; May 21-23 in Chi- 
cago (News of Associations—Apr., p. 12). 

Officers for Five Associations Named: Life Office 
Management Association (LOMA), Data Proc- 
essing Management Association (DPMA), Asso- 
ciation of Data Processing Service Organiza- 
tion (ADAPSO), and National Association of 
Purchasing Agents (NAPA), Society for Ad- 
vancement of Management (SAM). (News of 
Associations—Nov., p. 14) 

SPA‘s New Chapters—Charters granted to Cen- 
tral New Jersey and Michiana chapters (the 
latter covers part of Indiana and Michigan) 
(News of Associations—Mar., p. 12). 

SPA Offers Collection of Seminar Paper—Record 
of seminars at 20th International Systems Meet- 
ing (News of Associations—Jan. p. 12). 

Systems and Procedures Association’s 1968 Inter- 

ting—List of topics covered 
(News of ‘Associations—Sept., p. 14). 


Books Reviewed 


Disloyal Employee, The—By Lawrence Stessin, 
Business Research Press, 136 pp., $12.50 (July, 
p. 75). 

Handbook of Business Administration, edited by 
H. B. Maynard, McGraw Hill, 2,050 pp., $29.50 
(Apr., p. 94). 

Keeping Young in Business—By Auren Uris, 
McGraw Hill, re pp., $6.50 (Sept., p. 87) 

Management by Participation, by Alfred J. 
Marrow, David G. Bowers, and Stanley E. Sea- 
shore, Harper and Row, 264 pp., $7.95 (Apr., 
p. 94 

Results Managemnt in Action—By Burt K. Scan- 
lan, Management Center of Cambridge, 132 pp., 
$7.95 (Feb., p. 70). 


Editorials 


AMA‘s New President: Former Secretary Com- 
merce Alexander B Trowbridge (June, p. 15). 

Budget—Tool or Tyrant—Good budgets are never 
more _ tools, but they are helpful ones (Nov., 
p. 19). 

Candidatés Views on Management—Humphrey 
and Nixon give their views (Oct., p. 21). 

Communication Problems—Why we don’t com- 
municate (Sept., p. 21). 


“Customer Will Never Blame You—Dissatisfied 

=, a blame the whole company 
ay, D. 

EDP Schools—A word of caution on them (Aug., 


. 18). 

Environment Is Important—A discussion of the 
factors that are important in establishing good 
office environment (Oct., p. 21). 

Exchanges Bog Down Again—There’s a lesson to 
be learned here (July, p. 19). 

Growing the Administrative Way—Pointing out 
the importance of good administrative practice 
to a company’s growth (June, p. 15). 

Good, Strong Administrative Management—The 
need has never been greater (Feb., p. 17). 

High Cost of Misspent Time, The—Why an ad- 
ministrator should develop both a personal and 
an organizational time-consciousness (May, p. 
19). 

Hiring Costs Are Higher—Reports of current 
“employer fees” by employment agencies is dis- 
tressing—and hurts business (Apr., p. 18). 

Management Change in Ten Words—Brief report 
of talk before ene ages sponsored by J. K. 
Lasser & Co. (Sept., p. 21). 

Office Equipment: $12 Billion a Year—Predic- 
tions from BEMA (Dec, p. 23). 

“Office of the Year’—Twelve New Ones an- 
nounced. Although very different, all “Offices of 
the Year” have one thing in common: excellence. 
(Mar., p. 19). 

Parkinson Decrees a New ‘Law’—“The effective 
working day of a senior executive gets shorter 
and shorter” (Nev., p. 9) 

Price Gains Outpace Productivity—Production 
costs up 5 percent in November 1967 over previ- 
ous year, productivity up only 1 percent. (Feb., 

7 


Telling It Like It Is—The true picture of how 
management is dealing with the urban crises is 
a compiex one (Apr., p. 

‘The Establishment’ Is You—Why managers 
must learn to bridge the generation gap and try 
to understand today’s youth (June, p. 15). 

Toward Greater Professionalization — Develop- 
ments in move to certify managers as profes- 
sionals (Dec., p. 23). 

Training: What You Can Do—A discussion of 
ways to train older employees and also new 
ones, plus what business colleges should do 
(Aug., p. 19). 

View from a Management Satellite—A look at 
the many functions of administrative managers 
and their place in the overall business picture 
(Jan., p. 19). 

Violent Decision Makers, The—A summary of 
themes developed at AMA conference cn mobili- 
zation for urban action programs (July, p. 19). 

When Does Efficiency Invade Privacy? Perhaps 
we need safeguards against split second retrieval 
of cea information on employees (Jan., 
p. 


Managerial Overview 


Administrative Costs, Three Ways to Cut Them 
—Stresses the importance of a wise selection and 
use of office machines, giving specific examples 
in use of a calculator, inserter and installation 
of an internal dial phone system; by E. D. Har- 
rison, assistant secertary and office manager, 
Sonotone Corp. (Feb., p. 72). 

Budget—Tool or Tyrant?—Good budgets are 
never more than tools, but they are helpful ones 
(Nov., p. 19). 

Centralized Vs. Decentralized Services—An ad- 
vocate of the former explains why; by J. R. 
Bauman, general manager, Office Services, Arm- 
strong Cork Co. (Oct., p. 26). 

Communication Problems—Why we don’t com- 
municate (Sept., p. 21). 

Company Budget Should be Planning Aid—New 
report by earch Institute of America en- 
titled “Planning for Future Growth” covers 
— suppliers and products (AMemo—Apr., 
p. 102). 

Creativity—Ten Ways to Stimulate it in Your 
Firm; by Dr. Carl E. Gregory, professor of 
business managemnt, California State College 
(AMS Report—May, p. 62). 

Decisi aking—Und ding the Process— 
An attempt to define managerial decision-mak- 
ing, with quotations from several experts; by 
S. M. Perrone, publications manager, RCA Com- 
munications Systems (May, p 

Decision-making and the Computer—Three ways 
to use the computer for decision making are 
simulation, operational games and linear pro- 
gramming; by James Crockett, administrative 
ms City of Denver (AMS Report—Dec., 


PoP ‘Staffing Is a Pressing Problem for Managers 


ADMINISTRATIVE MANAGEMENT 
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—A discussion of the problems faced by man- 
agers with data processing responsibilities; by 
J.S. Smith, vice-president, Information Systems 
Group, General Electric Co., (Opinion—Oct., 


- 50). 

“Great Leader’ —and Other Fallacies—Over-lead- 
ership deplored; need for greater emphasis on 
human relations emphasized; by W. L. Jarrett, 
director, Industrial Relations, Mfg. Divs., Lees 
Carpets AMS Report—(Feb., p. 43). 

Growing the Administrative Nay—Pointing out 
the importance of good administrative practice 
to a company’s growth (June, p. 15). 

Growth, But Not Like Topsy—A detailed account 
of how Circle F Industries is being transformed 
into a firm that will soon belong to the corporate 
big leagues, with a chart showing the transition 
from old-fashioned to modern order and billing 
—— by Walter A. Kleinschrod, editor (June, 
Pp. ° 

Information Processor: Friend or Foe?—Manag- 
ers must establish an effective working relation- 
ship with the supervisors of information proc- 
essing for the company; by U. Ray Gilbreath, 
systems and data processing manager, Murphy 
Oil Corp. (AMS Report—June, p. 55). 

Leadership Today; a Roundtable Report—Report 
on a discussion between six managers and two 
Administrative Management editors on the sub- 
ject of what makes a good leader and how a com- 
pany develops new ones; by Lewis E Lachter, 
managing editor (Sept., p. 30). 

Line and Staff Today: We Need to Redefine Their 
Roles—The traditional concept of separate line 
and staff functions is becoming obsolete; by Am- 
brose Klotz, director, Manpower Managemnt 
—™ U.S. Department of the Navy (Mar., 
Pp ° 

Management Change in Ten Words—Brief report 
of talk before conference sponsored by J 
Lasser & Co. (Sept., p. LY 

M I'd Make as Chief Execu- 
Pcs roma from candidates Humphrey, 
Nixon and Wallace (Oct., 22). 

Management Responsibility: A Soviet Scientist's 
View on How to Measure It—Article written espe- 
cially for Administrative Management by Ivan 
Siroyezkin, head of the laboratory of Mathema- 
tics in Economics, Leningrad University’s 
School of Economics, Leningrad, U.S.S.R, (Ideas 
International—Aug., p. 

Management Thinkers: a Scorecard—A list of 20 
names among those mentioned most frequently 
in management circles, with brief biographies 
of each person; by Lewis E Lachter, managing 
editor (Oct., p.32) 

Management Training: Needed for Survival—A 
look at what a good management development 
program should contain; by Prof. A. L. Svenson, 
a of N. Carolina (AMS Report—July, 
Pp 

Management Way of Life on One Page—Story 
of one successful executive’s set of problem- 
solving procedures (Oct., p. 24). 

Manager/EDP Interaction—What the manager 
can expect from the growth of EDP usage in 
years to come; by Lewis E. Lachter, managing 
editor (Jan., p. 20). 

Manager Shortage, How to Combat It—A study 
of current manager turnover, untapped sources 
of managers, how to find the right ones; by John 
Medlin, associate editor (Feb., p. 18). 

Managers’ EDP Role—Results of a survey of 500 
managers asking how they used computers and 
their responsibilities toward firm’s data proc- 
essing (Jan, p. 28). 

Managers of the Future Must Be Better Informed 
—Report on a symposium on the future of edu- 
cation for business held at New York University 
(AMemo—Aug., p. 84). 

Manpower Utilization—Report of a recent 
speech indicting most firms for inadequate man- 
power planning (AMemo—Nov., p. 84). 

Moving—Story of Corn Products’ move to New 
J —7) that was two years in the planning (Dec., 


. 24). 

Non-Credit Courses Favored by Managers—Re- 
port of questionnaire answered by 3,620 man- 
agers and supervisors on their attitude toward 
enrolling in credit and non-credit courses (Per- 
sonnel Training—Feb., p. 36). 

Planning by Using the Forward Planning and 
Control Approach—This approach focuses on im- 
provements individual managers can make—; by 
R. J. Mifflin, Canadian Imperial Bank of Com- 
merce, Toronto (AMS Report—Dec., p. 74). 

Planning: Guidelines for Making Long Range 
and Budget Plans—With a diagram of the struc- 
ture of the corporate plan, plus charts of a Jong 
range strategic planning cycle and an annual 
budget cycle; by I. F. Siebert. coordinator of 
corporate planning, Sunray DX Oil Co. (AMS 
Report—June, p. 57). 

Planning: The ‘Development Approach’—The 
role of corporate planning vis-a-vis short and 
long-range activities of a company; by N. A. 
Ablahat, direcfor of corporate planning, Inves- 
tors Diversifi 
p. 58) 

Recipe for Success—Two executives agree that 
the supervisor must delegate his former respon- 
sibilities (AMemo—Oct., p. 104). 

System Analysis: Quantified Decision—making- 
Procedure—Eight stepping stones needed to per- 
form systems analysis; by Del Burchfield, Office 
of the Assistant Secretary of the Army, Wash- 
ington, D.C. (Nov., p, 36), d 

Technical Personnel: Managing this ‘Elite’ Corps— 


Services (AMS Report—Oct., 


DECEMBER 1968 


A discussion of how management can better un- 
derstand technicians and scientists, and vice- 
versa; by M. J. Bevans, associate editor (Nov., 
p. 20). 

Ten Most Significant Postwar Office Develop- 
ments;—Opinions of Pog leadng administrative 
managers (Jan, p. 34). 

The Establishment Is You—Why managers must 
learn to bridge the generation gap and try to 
understand today’s youth (June, p. 15). 

Training Programs—A discussion of the admin- 


‘istrative manager’s role in them, with extensive 


use of examples from successful programs con- 
ducted by well known companies; by Walter A. 
Kleinschrod, editor (Aug., p. 20) 

Travel Expenses—How one company with wide- 
ly spread-out offices controls these expenses 
with a central bank account; by R A. Webb, 
cost accountant, and B. Kouma, corporate 
accountant, Norden Laboratories Inc. (AMS 
Report—July, p. 48). 

Unions: How Three Groups Evaluate Them— 
Discussion of how unions look to the employee, 
the union representative, and the boss, with sug- 
gestions how management can counteract the 
union’s appeal; by William S. Leake, staff asso- 
ciate, Industrial Conference Board, Tacoma, 
Wash. (AMS Report—Sept., p. 53) 

Using People For (Your Own) Good Reasons— 
A look at typical office workers and business 
situations; by Col. George Zinneman, Staff Offi- 
cer to Air Force Surgeon General (July, p. 20). 

Vice-presidents—Report on a recent study: 
‘Profile of the New Vice-president” (AMemo— 
July, p. 86). 

View from a Management Satellite—A look at 
the many functions of administrative managers 
“i _— — in the overall business picture 

an., 19). 

White-collar Jobs and the Hard-core Unem- 
ployed—An in-depth report of business’ reac- 
tion to the urban crises, through interviews with 
white employers and Negro leaders; with a list 
of Who’s Who in the National Alliance of Busi- 
marmayene by Walter Kleinschrod, editor (Apr., 
p. 20). 


Miscellaneous 


Advertising for a Secretary—How to write an ad 
that pulls; with examples of successful ads 
(June, p. 36). 

Business, Colleges, Must Share Effort to Ban 
Mediocrity—A description of a good college busi- 
ness curriculum and what the business admin- 
istrator can do to help solve social problems; by 
Keith Spalding, president, Franklin and Mar- 
shall ee (AMS Report—Mar., p. 66). 

Colleges Teaching Business and EDP Courses—A 
list of schools in the U.S., ——_ alphabeti- 
cally by state (Training—Aug. + D. 36). 

Company Payroll: New Ways to Do It—The ad- 
vantages of using an outside payroll service and 
how it works (Nov., p. 22). 

Credit Cards, How They Can Help Your Firm— 
A guide to credit cards and tips on how to use 
them (Apr., p. 56). 

Direct Investment Overseas—How it aids all par- 
ties concerned; by John J. Powers Jr., president, 
Chas. Pfizer & Co. (Ideas International—July, 


p. 62). 

EDP Industry Needs Teamwork, Funds—Sugges- 
tions made at conference “Data Processing ‘68: 
A Useful Look Ahead’”’ (AMemo—Mar., p. 102). 

Europe’s Technology Gap: One Expianation— 
Digest of article in Foreign Affairs by John 
Diebold (AMemo—Mar., p. 102). 

Factory Offices—Their current status and rea- 
sons for their growth (July, p. 78). 

FCC Continues Computer Industry Inquiry—Re- 
port of current status of inauiry on computer/ 
common carrier interdependency (July, p. 22). 

Foreign Investment Conircls Pianned by U.S. 
Government—A discussion of current provisions 
of the law covering U.S. companies with an in- 
terest of 10 percent or more of the voting 
power, earnings or capital of a foreign business 
venture. (Ideas International—Mar., p. 70). 

Fountain Pens—Data on the current market for 
them (AMemo—July, p. 86). 

Glossary of EDP Programs and Their Applica- 
tions—A sampling of the programming applica- 
tion packages offered by five hardware manufac- 
turers; by Nicholas P. Lardas, associate editor 
(Sept., p. 90). 

Index of rig er for 1968—A guide to the fea- 
tures of Vol. XXIX, Nos. i-12 (Dec., p. 88) 

Insurance Same look at state unemployment 
insurance rates = over the U.S. (Tips for the 
Office—July, p. 82). 

It's Hard = Hold Help in Europe, Too—Some 
personal observations and general impressions 
from a recent European trip by editor Walter A. 
Kleinschrod (Ideas Lag ym gh Nov., p. 76). 
I'd Make as Chief Execu- 
Pana roast from candidates Humphrey, 
Nixon and Wallace (Oct., p. 22). 

Manual Gives Latest Data on Government—The 
new 1968-69 edition of the United States Gov- 
ernment Organization Manual now available 
(AMemo-—Sept., p. 98). 

Odd-sized Mail May Get New Rates—Use of 
machines in Postal operations may force rates 
up for odd sizes (AMemo—Jan., p. 80). 

Office Parks, Their Pros and Cons—A look at 
why companies move out of the city and the 


problems they meet upon moving (Sept., p. 46). 
Overseas Activities by U.S. Firms Down— 

port of study by Booz, Allen & Hamilton of pe- 

_ 1960-1966 (Ideas International—Jan., p. 
0 


Parcel Post Rate Increase Planned—Higher rates 
planned for parcel post packages and catalogs 
(AMemo—June, p. 92). 

Parking Lots; Five Points to Consider When Plan- 
ing Them—Covers location, size, design, construc- 
ee — and how to assign space (May, 

. 44 


ek Lots for Employees—Report of a sur- 
vey by the AMS personne! research committee, 
based on answers from 556 member firms (AMS 
Report—Nov., p. 42). 

Personal Car Mileage Payments Up to 12¢—A 
survey of four company’s policies in mileage 
payments, plus‘information on leasing cars; by 
a E. Lachter, managing editor (Nov., p. 


go Plans, How 128 Firms Operate Theirs— 
Report of study made by Bankers Trust, with 
chart of eligibility requirements; by Nicholas P. 
Lardas, associate editor (Mar., p. 96). 

Slide Shows: How to Make and Present Them— 
Tips on shooting slides, setting up the show, 
brochures available; by Doris M. Offerman, 
Wheeldex Inc. (AMS Report—Dec., p. 72). 

Social Security Number, Its New Role—American 
Bankers Association recommends its use for na- 
a personal identification system (AMemo 
—Ma 96). 

Telonbone Calls—How to weed out the ques- 
<r ones (Personnel Problem Clinic—Jan., 
p. x 

Three Areas Attract Most Executives—Choice 
areas are California, New York and New Eng- 
land (AMemo-—Sept., p. 98). 

Trademark Rights, Securing Them—List of ques- 
tions (with answers) most often asked of the 
U.S. Patent Office oe trademarks (Tips 
for the Office—Apr., p. 96). 

Urban Problems—AMS should study them, says 
Dr. Donald M. Clark, chairman of the Economic 
Education Committee of AMS (Oct., p. 61). 

U.S. Computer Manufacturers Install 90% of Eu- 
ropean Units—Report on European computer in- 
dustry by M. Andre Chargueraud, president 
Diebold Europe, S.A. (Ideas International— 
June, p. 42). 

Viewing Clergymen as Managers—Examples of 
clergymen whose duties are like those of business 
managers (June, p. 40). 

Voluntary Standards Are USASI’s Goal—Prog- 
ress report on a number of standardization 
projects in USASI and BEMA committees (May, 


p. 26). 

Wall Street’s Paperwork Pile-up—Brokerage 
houses have had to resort to overtime, trainees 
and temporary help. Centralized computer serv- 
ices now available also by John Medlin, associ- 
ate editor (May, p. 20). 

White Collar Unions—Data on their growth in 
report from Bureau of National Affairs 
(AMemo—Nov., p. 84). 

With the Editors—Light Commentary. Women 
in Business (Jan., p. 76); Flu (Feb., p. 77); 
Travel (Mar., p. 98); “The Good Old Days” Re- 
visited (Apr., p. 98); Tracing the Course of 
Management History (May, p. 95); Elections 
(June, p. 91); Traveling Is Broadening (July, 
p. 85) Miss Dugood (Sept., p. 92); Check Cash- 
ing (Oct., p. 100). 


Office Environment 


Office design, furnishings, maintenance 


Artwork—Its place in the office, with illustra- 
tions of several attractive offices (Office Envi- 
ronment—Sept., p. 50). 

Cleanliness Is the Goal—How to cut down on 
inside dirt; by D. A. Heller, director, Mainte- 
nance Productivity Survey, Kex National Associ- 
ation (Tips for the Office—May, p. 52) 

Decor for the Holidays—Seasonal survey of the 
way firms “‘deck the halls” (Office Environment 
—Dec., p. 40). 

Desk Accessories: Variations on a Theme— 
What's available today; by Nicholas P. Lardas, 
ae editor (Office Environment—Apr., 
p. 46). 

Drafting Areas—A look at some successful 
drafting departments and the new equipment 
available; by Nicholas P. Lardas, associate edi- 
tor (Office Environment—Nov., p. 46). 

Employee Dining Facilities-How to make them 
attractive (July, p 32). 

Environment Is Important—A discussion of the 
factors that are important in establishing good 
office environment (Oct., p. 21). 

Environment Trends—New offices will be 
smaller, use more color in decorations (Trends: 
Environment—Jan., p. 26). 

Library Equipment for Your Company—A review 
of different set-ups and fixture requirements ac- 
cording to size of library; by Nicholas P. Lardas, 
associate editor (Office Environment—Jan., p. 


Factory Offices—Their current status and rea- 
son for their growth (July, p . 

Flooring Choices, Carpet or Resilient—Case his- 
tories of three firms and discussion of what’s 
available today for office floors; by Nicholas P. 
Lardas, associate editor (Office Environment— 
July, p. 38). 


89 


v = te tae - 2 i i ae 
j Fs ra : noe : > “ig ee | . o-_ : a a 
is . (Ae £ : J : meee 
#: ’ : Aa aan 
' Cae 
; eee 
7 Ne ee 
| eee pe 
pe oe 
Bead io ace 
i Ga amne 
: cobs Syne iam 
3 ‘ : gen is “a 
eo: 
: Soa 
| Se 
5, 2 a “ee . 
Sa ae 
) ee 25 Be 
: ae we 
ae tid a Z 
: Breet: | Ne 
yi a) eee aa 
: Fs aie om 
| ae ee 
be oe A * 
a, a 
af oe ae 
aes Fae 
er hi ae * 
ae 
BA ea 
ae 
os “a a 
i Py op 
wil Bg 
Wie Soa 
: Bes vos ig 
fori eas”: 
ee enD: Ren 
Me "(coin tees 
ihe 
ee 
2 cae 
beeages 2s. 
ee 
; Batt 
. bie tt 
| oes 
ei es \": 
‘§ con 4: i 
o e.\ 
we bee 
& eae, 
tae oe 
Fy aria 
we ae 
ae aa 
$b Bs oe 
> ee ta 
| ae 
oe a 
% a teen! 
Beret * 
eat oe 
) eg “Se 
; ‘es Ae 
- i gg 
| ee 
ey) = 
oaee ee 
| Hee 
: ps ee 
. a 
a “A 
a Koes ah 
i a: i i. 
ae ; & is 
oe oe 
oes 
ve by oe eo 
| panel 
Petastans 
dat tae 
Ee 
3), ae 
po Bee i 
;; Seige 8 3 
ae. se 
a ge ran 
i eat 
Sa 
i ¢ Seer ey 
pat tase 
5 4 ae Bias 
| er Loa 
bet Pt Boas 
ee dae 
r oe 
em ae 
<e , 3 
. i : ES 
oe aa ee 
oh ee 
- a tpee fs 
; ae 
"orn ee 
me | aA 
o : oa ead 
7 a 
4 ee ance 
es a 
eo aaa 
al SSR 
: a. 
‘ ae 
_ ae 
we Pc 
ee 
323 ae 
a a Ss 
pe? og he i 
Sete 
et 
56 Rae oe 
Pie. 
ae: 
 - 
: i 
IC 5 
= — 
bs Be 
r as 
| BAe (gen, 
eed Boake 
es F 
4 ABE Lead 
fh. = (ee 
fe ) oe 
tne 
1 ; ie 


Furnishings Help Set Learning Climate—A de- 
scription of different types of training installa- 
tions; by Nicholas P. Lardas, associate editor 
(Training: Environment—Aug., p. 34). 

Landscape Users Meet in Rochester—AMS sets 
up first meeting of executives involved in office 
landscape areas. Meeting held in Eastman Kodak 
offices (AMS Report—Dec., p. 73). 

Lighting and Productivity: How One Boosts the 
Other—Discussion of basic office lighting require- 
ments and suggestions to improve specific office 
lighting problems; by Seymour Evans, president, 
Seymour Evans Associates (Feb., p. 28). 

Lighting the Office—A look at recent develop- 
ments in lighting and what to strive for when 
planning office lighting; by Paul G. Lips, A.I.A., 
partner and general manager, J. Gordon Carr & 
Associates (Office Environment—Aug., p. 78). 

Management Information Rooms—They are de- 
scribed as “‘war rooms” and said to contribute 
to more accurate decision making; by Nicholas 
P. Lardas, associate editor (Office Environ- 
ment—Feb., p. 38 

Noise Problems—Acoustical ceilings should not 
lt eas (Personnel Problem Clinic—July, 
Pp ° 

Office Landscape Concept—Report on the pros 
and cons of this type of free-form planning of 
open office space (Dec., p. 30). 

Office Parks, Their Pros and Cons—A look at 
why companies move out of the city and the 
problems they meet upon moving (Sept, p. 46). 

Office Space—Scarce and Getting Scarcer—Report 
of a survey by real estate firm, Julian J. Stud- 
= covering. major cities (AMemo—Mar., p. 


‘Offices of the Year’ Awards for 1967—Special 
section announces AM’s selections (Mar., p. 47) 
and describes design and administrative strong- 
points of three top winners (nine Honorable 
Mention Awards to be featured in subsequent 
issues): Gulf Life Insurance Co. (p. 48), Em- 
ployers Insurance of Wausau (p. 52), Hartford 
National Bank (p. 56); summary article (Mar., 
p. 47). Honorable Mentions: Exchange National 
Bank of Chicago (Apr., p. 40); Los Angeles of- 
fice of Price Waterhouse (May, p. 36); Freon 
Division of Dupont, Wilmington, Del. (June, 
p. 24); Yarway Corp., Blue Bell, Pa. (July, 
p. 76); Houston Natural Gas Corp. (Aug., p. 
50); Modern Woodmen of American Headquar- 
ters (Sept., p. 88); General Time Corp. World 
Headquarters (Oct., p. 68); New York City 
office of Cresap, McCormick & Paget (Nov., p. 
78); Torrington Mfg. Co. (Dec., p. 44). 

Reception Areas—The requirements for a good 
one and description of several successful ones; 
by — P. Lardas, associate editor (June, 
Pp. : 

Sound or Noise—Which Is the Real Culprit?—A 
discussion of sound control in the office; by 
Louis deMoll, partner, The Ballinger Co., (Of- 
fice Environment—Oct., p. 40). 

‘Total Energy’ for Tomorrow’s Building—Expla- 
nation of the total energy system; by M. E. 
Wilson, home office service director, State Mu- 
— Assurance Co. (AMS Report—May, 
Pp. : 

Warning: Safety Hazard—If a firm has had 
many employee accidents, there is some hazard 
—— be found (Tips for the Office—Jan., 
p. 76). 

Work Station for the Active Thinking Man— 
Description of editors’ work stations at Scott, 
Foresman & Co. (May, p 

Washrooms and How o Maintain Them—A look 
at what makes a good washroom; by Nicholas 
P. Lardas, associate editor (Office Environ- 
ment—May, p. 56). 


Office Equipment 


Equipment—Furniture, Supplies 
See also Office Environment 


Forms—A comprehensive survey of the new 
forms that adapt to custom and stock needs and 
high speed equipment. Includes a chart of pre- 
dicted sales growth by 1972 of various types of 
forms (Tools of the Office—Feb., p 7 

Office Equipment Industry Growth Cited—Opin- 
ion Research Corp.’s survey predicts growth po- 
tential of 86 percent during next five years 
(AMemo—Jan., p. 80). 

Office Furniture—Case histories of several com- 
panies which refurbished old office furniture in 
order to stretch the budget (Sept., p. 38). 

Office Supplies—A list of basic supplies and 
review of new items, plus ideas on how best 
to store them; by John Medlin, associate editor 
(Tools of the Office—Apr., p. 70). 


Equipment—Office Machines 


A mH 1, 


M A thorough survey of the 
market today, with a chart covering the specif- 
ications of those produced by. the major com- 
panies; by Marvin J. Bevans, associate editor 
(Tools of the Office—Sept., p. 66). 

Addressing Machines—An Updated Look—Ex- 


1968 Index... Office equipment, machines and personnel contwxvep 


tensive survey of market, with chart giving 
specifications of automatic and manual address- 
ing machines made by major firms (Tools of the 
Office--June, p. 62). 

Administrative Costs, Three Ways to Cut Them 
—Stresses the importance of a wise selection 
and use of office machines, giving specific ex- 
amples in use of a calculator, inserter and in- 
stallation of an internal dial phone system; by 

. D. Harrison, assistant seceretary and office 
manager, Sonotone Corp. (Feb., p. 72). 

Calculators—The new ones are called strong, 
silent partners; with a chart covering — 
rotary and printing calculators (Aug., p. 74). 

nternal and External—A re- 
R. on intercom systems on the market; by 
Marvin J. Bevans, associate editor (Tools of the 
Office—Oct., p. 12). 


ti to Be Asked—A 
pam “of the process used by one bank to select 
a proposed computer installation, with illustra- 
tive chart; by Russell L. Harrell, vice-president, 
Hempstead Bank, as told to Walter A. Klein- 
schrod, editor (Sept., p. 22). 

Computers—When you Buy or Lease a Used One 
-—A survey of the supply of and demand for 
used computers (Apr., p. $0). 

Control Boards M I Producti 
Plans—Description of a emae of control boards 
available today (Mar., p. 34). 

Copiers—A comprehensive survey of models, 
processes and new developments, including color 
capabilities (Tools of the Office—Dec., p. 46). 

Copying Costs—How We Qualified Ours—In- 
cludes summaries, in chart form, of various 
copying times and costs; by C. E. Price, general 
office services manager, E!] Paso Natural Gas Co. 
(AMS Report—May, p. 59). 

CRT Is Getting to Be «a Familiar Office Tool—A 
look at current CRT systems and how companies 
are using them; by Walter A. Kleinschrod, editor 
(Nov., p. 26). 

Duplicators: New Ones Are More Automated, 
Have Cleaner Operation—A comprehensive survey 
of the types of duplicators available, plus charts 
giving specifications of all major offset, spirit 
and stencil duplicators; by John Medlin, associ- 
ate editor (Tools of the O:fice—Jan., p. 48). 

EDP: Should You Lease or Buy?—A new rule to 
= managers suggested (AMemo—Oct., p. 
104). 

EDP’s New Roles—Survey of 108 firms shows 
computers in all phases of business efforts 


Filing and Eq t—The Growing 
Trend to Open Files—A look at the major de- 
velopments in record keeping today (Tools of 
the Office—Nov., p. 56). 

Magnetic Tape; Its Care and Control—A review 
of the best methods for storing, cleaning, and 
otherwise treating tape (Dec., p. 34). 

Mailroom; It’s Time to Automate It—An in- 
depth study of the latest machines available to 
increase mailroom efficiency; by Marvin J. 
Bevans, associate editor (Tools of the Office— 
July, p. 54). 

Microfilm—An extended look at its many uses 
today, with charts giving industry-wide data on 
microfilm, readers, reader-printers and cameras 
(Tools of the Office—May, p. 64). 

Office a Industry Growth Cited—Opin- 
ion Research Corp.’s survey predicts growth 
potential of 86 percent during next five years 
(AMemo—Jan., p. 80). 

Scanners: A Way to Unstop the EDP Bottleneck— 
A look at newest OCR equipment and what it 
ean do (Feb., p. 32). 

Computers—Small Ones As Stepping Stones to 
Largescale EDP—A description of new small com- 
puters with a chart giving specifications of those 
now produced by major companies; by John 
Medlin, associate editor (Tools of the Office— 
Mar., p. 72). 

Training Aids Speed the Message—A survey of 
the new a-v tools for training; by Marvin J. 
Bevans, associate editor (Tools of the Ottice— 
Aug., p. 40). 

Type Setting: The Move from Hot to Cold—Dis- 
cussion of the three major types of cold type 
equipment on the market; by John Medlin, as- 
sociate editor (June, p. 28). 


Typewriters: Why We Buy Electrics—Analysis of 
the real cost of electric typewriters today with 
chart showing cost over ten years; by Karl W. 
Grimmelmann, vice-president, American Ex- 
press Co. (Feb., p. 22). 

U.S. Is Top Producer of Office Machines—Figures 
giving 1967 office machine production world- 
wide (May, p. 30). 

Vedeatege-—k. brief look at the current systems 
_ their uses (Personnel Training—July, p. 

4) 

Voluntary Standards Are USASI’s Goal—Prog- 
ress report on a number of standardization 
projects in USASI and BEMA committees (May, 
p. 26). 


Personnel 


Absenteeism—One way to handle it (Personnel 
Problem Clinic—Oct., p. 

Absenteeism—When is it excessive? (Person- 
nel Problem Clinic—Aug., p. 

Abuse of a Leave of Absence for Medical Rea- 
sons—Employee should be fired after proper 
warning (Personnel Problem Clinic—Apr., p. 
16). 


Attendance Rewarded by Bonus Plan—Plan 
used by Provident Indemnity Life Insurance Co., 
Norristown, Pa. explained (AMS Report—Jan., 
p. 43). 

Benefits—Company is held to statements on 
benefits made in company manual (Personnel 
Problem Clinic—Sept., p. 18). 

Branch Offices in Foreign Countries—Informa- 
tion on pay and employee benefits overseas avail- 
able in monthly “Labor Developments Abroad” 
from U. S. Department of Labor (Personnel 
Problems Clinic—June, p. 12). 

Business Requirements for High School and Col- 
lege Graduates—Report of a Survey by an AMS 
chapter on current hiring practices. (AMS Re- 
port—Aug., p. 58). 

Business Students Need Longer, Better Training— 
A plea for training beyond the high school level; 
by H. R. Petryk, directoy,*Metropolitan School 
of Business, Chicago (AMS Report—Oct., p. 62). 

p ity for employees’ ailments 
kK is "responsible, Only if a condition adversely 
affects most of the employees, not just one (Per- 
sonnel Problem Clinic—Sept., p. 18). 

Computer’ Assisted Instruction—A look at five 
barriers.that hinder this training tool; by Dr. 
Harold E. Mitzel, professor of psychology and 
education, Pennsylvania State University (Per- 
sonnel Training—June, p. 44). 

Copying Machines—Their use for personal 
copies—This is hard to avoid (Personnel Prob- 
lem Clinic—July, p. 14). 

Correct business dress—What an employer can 
require on this subject (Personnel Problem 
Clinic—June, p. 12). 

Discharge Slips—When is it the best time to 
give er out? (Personnel Problem Clinic—May, 
p. 14). 

Discrimination—An explanation of how the 
Courts make decisions on this (Personnel Prob- 
lem Clinic—May, p a. 

Drinking After Hours—Should this be cause for 
"ae (Personnel Problem Clinic—Apr., p. 

6). 


Electronic Eye, The—A closed circuit television 
system to catch employees stealing is not an 
invasion of privacy (Personnel Problem Clinic— 
Jan., p. 12 

Employee M azines—List of subjects most im- 
portant to = ployees (Personnel Problem Clinic 
—Apr., p. 

cae Seale “Agency Fees; Who Pays Them?— 
Report of survey of 371 companies by AMS 
(AMS pet Mar., p. 68). 

ti tion: How Much?—Report on 
survey by a Seattle chapter of AMS of 68 
companies, with chart on types of compensation 
plans offered (AMS Report—Sept., p. 56). 

Filmstrips Stress Participation—How three film- 
strips are used by department heads to key-note 
employee meetings in 45 offices located from 
coast to coast (Personnel Training—Oct., p. 64). 

Flexible Retirement—Can be arranged equitably 


Madison Ave., New York, 10010. 
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Reprints Available at 50 Cents Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at 50 cents each. Most will be reproduced on 
photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 
plies last. Lower rates apply on quantity orders. Address all inquiries 
and orders to Administrative Management, Reprint Department, 51 


ADMINISTRATIVE MANAGEMENT 


a ASR pa roma: . ei. i . E 2 7 ‘ a) a a ia i aes 
reve ee ate | bi oy i 4 n ij 4 es 
y ae 4 .s ‘ 
« ha “a 
. 4 
( 
; ' 
: 3 E 
; i 
. } 
a 
: sj 
ee ; 
: ; 
| 4 
‘ 
RF ; 
“+ 
oa x ’ 
i t> 
% hee al 
» } ei 
; 4 Ney 
3 
a i 
te (A 
‘ee, | 
| | 
{ 
ny s , 
? | 3 
} . 
: } 
* 5 
: i 
: : 
4 3 
st ‘ ; 
: i 
a ; 
> ; 
i pe | 
ty 
e 
rn 7s , 
ee * . 
=. f 
ar L 
ca oe 5 
Se | 
~ } 
S 
‘J { 
Ae) Le 
fe SS $f, 
rt ay 
eens ; 
Pk 7 
ee - i 
a ' % Bs 
> DA Z q \) 1“ 7 : <= ] s " bs x ze 
Nm oeeete tee 1h ab : ey y te ee Sia Se si eee St Re See nine 
D gaara Ais vet Tae ia f 4 wt E 7 2s ee w be penn ame Bes: eye Ar eS z ; ~~ 
Re Saat Be ik ot. Se ee cb ee Be ee ; Sal 
5 pee Ras ya) Wes ‘ates eee a Bee ber She: eae pee Bes Tiga.) REAL 
Geer eenues the a ae BPS Bae es vo we ‘Ae aaah 
weg F pee noe ie ort ee as i Somme «| ’ Lie 


te 
aa 


through a management executive committee 
(Personnel Problem Clinic—Jan., p. 14). 

Grievance and arbitration procedures for non- 
union employees—Pittsburzh Plate Glass and Mo- 
hawk Airlines have this system (Personnel 
Problem Clinic—Apr., p. 16). 

Hiring Costs Are Higher—Reports of current 
“employer fees” by employment agencies is dis- 
tressing—and hurts business (Apr., p. 18). 

Hiring on a Trial Basis—How to be able to fire 
after one month if necessary (Personnel Prob- 
lem Clinic—July, p p. 14). 

Hiring ‘Unemployables’ Is Just a Start—A dis- 
cussion of what is needed to train them, get 
them jobs and keep them hired; by Dr. Frank 
Riessman, director, New Career Training Lab- 
a New York (Personnel Training—Nov., 
p. 

Insurance Rates—A look at state unemployment 
insurance rates all over the U.S. (Tips for the 
Office—July, p. 82). 

Interview Techniques for Maximum Return—A 
list of the seven most important techniques, and 
suggested questions to ask (Apr., p. 69). 

Invasion of privacy—Can personal lockers be 
examined by management? Yes. (Personnel 
Problem Clinic—July, p. 14). 

Job Applicants Who Do Not Meet Qualifications 
—Should they be interviewed anyway? (Person- 
nel Problem Clinic—Mar., p. 14). 

Job Discrimination Based on Age—A new Feder- 
al law bars this and applies to firms employing 
more than 25 persons (AMemo—Aug., p. 84). 

Job Opportunities for Disadvantaged Students— 
How ghetto students earn and learn in a bank’s 
business — =e high school students (AMS 
Report—Feb., 44). 

Job Posting ae Bidding Procedure—Companies 
should have this to avoid both real and imagi- 
any — eet (Personnel Problem Clinic 
—Jan., p. 

Job Simplification—Its hazards and its benefits 
(Personnel Problem Clinic—Oct., p. 18). 

Jury Duty—Does a company have the right to 
punish an employee who serves at an inconven- 
ient time for ~~ company? (Personnel Problem 
Clinic—Jan., p. 14). 

Just Cause —What the term means in relation 
to disciplining or firing an employee (Person- 
nel Problem Clinic—Aug., p. 

Mini-skirts Win Approval by 52%—Report of 
recent AMS survey covering employee’s dress 
and pee appearance (AMS Report—Aug., 
p. 5 

Moving Costs of Personnel—Tabulation of re- 
plies from 288 companies, AMS members, ~ seg 
4 pay moving costs (AMS Report— Oct., 


New Desks—How should they be assigned? 
(Personnel Problem Clinic—Aug., p. 14). 

Non-Credit Courses Favored by ‘Managers—Re- 
port of questionnaire answered by 3,620 man- 
agers and supervisors on their attitude toward 
enrolling in credit and non-credit courses (Per- 
sonnel Training—Feb., p. 36). 

Office Collections—How to keep them within 
bounds (Personnel Problem Clinic—Mar., p. 14). 

Office Outings—Report of survey covering 107 
companies’ policies on outings (Apr., p. 40). 

ce Temperature—How to meet your em- 
ployees complaints we this score (Personnel 
Problem Clinic—Aug., 14) 

Off-time Activities of Employees—When are 
they the company’s business? (Personnel Prob- 
lem Clinic—Feb., p. 14) 

Overpayment—Can you recover an overpay- 
ment due to a payroll error? (Personnel Prob- 
lem Clinic—Oct., p. >. 

Overtime Policy—A discussion of what it 
a be (Personnel Problem Clinic—Sept., p. 

Ds 


Paid Time Off—Should an employee get time 
off to attend a funeral? (Personnel Problem 
Clinic—Mar., p. 14). 

Pay Ranges—Meeting the problem of of em- 
ployee who has reached the maximum rate in a 
job and seeks an increase (Personnel Problem 
Clinic—Mar., p. 14). 

Payroll Changes—Changing from a weekly to 
a bi-weekly schedule of payments (Personnel 
Problem Clinic—Nov., p. 15). 

Personnel Practices—A report of a survey of 37 
Canadian firms regarding various office cus- 
toms such as smoking and personal calls (AMS 
Report—Apr., p. 66). 

Personnel Turnover: AMS’ Latest Findings—Re- 
port of turnover statistics for 1967, with ex- 
tensive charts (AMS Report—July, p. 43). 

Pirating of Office Equipment—It’s office man- 
ager’s job to keep track of major pieces (Per- 
sonnel Problem Clinic—May, p. 14). 

Pregnancy Insurence—Why a company can’t 
afford to carry it for employees (Personnel 
Problem Clinic—Nov., p. 15). 

Programmed Learning Is Faster, Less Expensive— 
How Cummins Engine Co. has used programmed 
learning effectively; by D. E. Hennessy, man- 
om consultant (Personnel Training—Apr., 
p. 42) 

Radio Ban Courts Resentment—Company should 
not interfere with employees “‘own-time”’ activi- 
ties (Personnel Problem Clinic—Feb., p. 14). 

Raises—When should the supervisor tell the 
employee? (Personnel Problem Clinic—May, p. 
14). 


Rating Employees—A review of the seven sys- 
tems used most frequently (Mar., p. 82). 


DECEMBER 1968 


Receptionist’s Phone—How can you prevent its 
use by others? (Personnel Problem Clinic—May, 
p. 14). 

Recognition Spurs Productivity—Report gives re- 
sults of poll by the Bureau of National Affairs, 
Washington, D.C. (AMemo—Oct., p. 104). 

Recruiting of Negroes Is Intensified—Report of 
survey by the Bureau of National Affairs on re- 
cruiting of Negroes Bye women under Title 
VII (AMemo—Feb., 80). 

Recruiting, Training Sond Needs—Discussion of 
how to find, train and keep good office per- 
sonnel (Jan., p. 22). 

Retarded Workers—Facts on hiring them 
(AMemo—July, p. 86). 

Salary Survey Results—A resume of the AMS 
salary report for 1968-69, with chart giving 
regional salary averages (AMS Report—July, 
p. 41). 

Savings Plans, How 128 Firms Operate Theirs— 
Report of study made by Bankers Trust, with 
chart of eligibility requirements; by Nicholas P. 
Lardas, associate editor (Mar., p. 96). 

School Narrows Gap Between Book and Job— 
Story of Notre Dame High School’s in-school 
work program (Personnel Training—Jan., p. 

Selling Business to Today’s Youth—What to- 
day’s graduates look for in business opportuni- 
ties (AMS Report—Jan., p. 46). 

Seniority—Must it be taken into account? Yes 
if qualifications are equal (Personnel Problem 
Clinic—July, p. 14). 

Shortcomings of an Executive—How to handle 
those of a boss who can’t train a secretary (Per- 
sonnel Problem Clinic—Nov., p. 15). 

Sick Leave—A doctor’s certificate can be re- 
quired to substantiate it (Personnel Problem 
Clinic—Apr., p. 16). 

Sickness on the Job—How a small company 
should handle it (Personnel Problem Clinic— 
Nov., p. 15). 

Summer Jobs—How can you be fair to all 
your employees with sons and daughters who 
want summer jobs? (Personnel Problem Clinic 
—Oct., p. 18). 

Supervisor Who Is Unpleasant—A suggestion as 
to how you might get him to smile (Personnel 
Problem Clinic—June, p. 12). 

Tardiness—When should it be a cause for dis- 
charge? (Personnel Problem Clinic—Feb., p. 14). 

Telephone Manners, the Proper Ones—Having 
secretary dial for you may be irritating to per- 
son being called (Personnel Problem Clinic— 
June, p. 

Temporary ‘Office Help—Article on — in 
the office temporary business (Dec., 26). 

Temporaries Follow Workflow Penson How use 
of temporaries in an insurance company with 
several peak work periods has been successful 
(Systems in Action—Feb., p. 40). 

Tension Not a Factor in Heart Disease—Report 
of study of 270,000 male employees of Bell Sys- 
tem (AMemo—May, p. 96). 

Test Results, Are They Overrated?—Testing is 
only one of the tools in selecting employees (Per- 
sonnel Problem Clinic—July, p. 14). 

Tests—Beware of Too Much Emphasis on Them 
—Managers should not evaluate people on their 
scores alone (AMS Report—Apr., p. 64). 

Time Off for Funerals—A clarification of the 
— “close relative” (Personnel Problem Clinic 
—Oct., p 

Trainees—How a big company chooses 15 from 
among 500 applicants (Training—Aug., p. 39). 

Training: What You Can Do—A discussion of 
ways to train older employees and also new ones, 
plus what business colleges should do (Aug., p. 
19). 

Training Programs—Ten case histories in de- 
tail; by Lewis E. Lachter, managing editor 
(Training—Aug., p. 28). 

Transfers—Do They Affect Seniority?—Points to 
be considered hae seetaner (Personnel Problem 
Clinic—Apr., p. 16). 

TV, Videotape Help Develop Salesmen—Descrip- 
tion of the sales training program of the Pacific 
Northwest Life Insurance Co. (Personnel Train- 
ing—Sept., p. 62). 

Unions: How Three Groups Evaluate Them—Dis- 
cussion of how unions look to the employee, the 
union representative, and the boss, with sugges- 
tions how management can counteract the un- 
ion’s appeal; by William S. Leake, staff associ- 
ate, Industrial Conference ane Tacoma, 
Wash. (AMS Report—Sept., 53). 
of Job Hunters—Should 
an be answered? Yes. (Personnel Problem 
Clinic—May, p ). 

U.S. Salary | Bint Covers 13 Groups—New Na- 
tional Survey of Professional, Administrative, 
Technical and Clerical Pay covers 81 work level 
categories in 13 occupational groups (AMemo 
—Apr., p. 102). 

Using People For (Your Own) Good Reasons— 
A look at typical office workers and business 
situations; by Col. George Zinneman, Staff 
Officer to Air Force Surgeon General (July, p 


Vacations Getting Longer—A review of current 
trends in vacations for office and factory work- 
ers (Tips for the Office—Nov., p. 80). 

Vice-Presidents—Report on a recent study: 
“Profile of the New Vice-President” (AMemo— 
July, p. 86). 

Wage Program Problems—Three sources that 
will help solve them; by Joan E. Miller, director 
of Administrative Services, The Greater New 


York Fund (AMS Report—Mar., p. 67). 

Watchdogging a Punch-out Line—Hourly and 
salaried employees should be treated the same 
(Personnel Problem Clinic—Feb., p. 14). 

White Collar Unions Organize New High of 
15,090 in 1967—Information from “White Col- 
lar Report,” a labor information service of the 
Bureau of National Affairs (May, p. 54). 

Work Week—The twenty hour one is not un- 
common in terms of actual performance 
(AMemo—Aug., p. 84). 

Working Through Your Lunch Hour—You qualify 
a gy pay (Personnel Problem Clinic—Nov., 
p. \ 

Working Wives—Sharp increase in their num- 
ber noted (AMemo—Sept., p. 98). 

Workman's Compensation Laws—What to do 
when the company doctor cannot find anything 
wrong with an employee who claims injury 
ag work (Personnel Problem Clinic—Sept., 
p. 3 


Self-management 


AMS Training Courses—A brief look at some 
that are available (AMS Report—Aug., p. 56). 

Computer, | Work One (and So Can You)—A 
personal report on the rewards of learning to 
talk to a computer; by Warren P. Cooper, man- 
ager actuarial department, Chubb & Son (July, 
p. 28). 

Job Hunting—Make your availability known 
when you plan to change jobs; writing a good 
= having a successful interview (Feb., p. 
76). 
Leadership Today; a Roundtable Report—Report 
on a discussion between six managers and two 
Administrative Management editors on the sub- 
ject of what makes a good leader and how a 
company develops new ones; by Lewis E. Lach- 
ter, managing editor (Sept., p. 30). 

Learning Center Stresses Practicality—Descrip- 
tion of program of Manager Learning Center 
of the American Foundation for Management 
Research (Personnel Training—May, p. 32). 

M tics for M 9g Subject of Growing 
Interest—Brief discussion of how managers can 
use statistical aids, based on textbooks written 
by GE consultants; by Marvin J. Bevans, asso- 
ciate editor, (June, ‘D- 51). 

for 


s (part 2)—Figuring 
exponents, roots (July, p. 34). 

Recipe for Success—Two executives agree that 
the supervisor must delegate his former re- 
sponsibilities (AMemo—Oct., p. 104). 


“The New Math” Created to Solve New Prob-, 


lems—A discussion of the concept of sets (Aug., 


p. 80). 

Use of the Complex Algebra of Sets—An exam- 
ple of how diagrams are the keys to under- 
standing them (Sept., p. 48). 

Ways to Manage Yourself Better—Nine areas 
you should examine in order to do this; by 
Martin Heck, senior vice-president, State Bank 
of Albany (AMS Report—Nov., p. 41). 


Systems Improvement 
General 


Company Payroll: New Ways to Do It—The ad- 
vantages of using an outside payroll service 
and how it works (Nov., p. 22). 

Copier Speed Data When Centrally Located— 
How a manufacturer uses two copiers to answer 
its many requests for extra copies of bills (Sys- 
tems in Action—Sept., p. 58). 

Copier Takes 26,000 Pages—A diazo copier 
makes 20 copies of a 26,000 page report from a 
continuous form master made by a print-out 
machine (Systems in Action—Feb., p. 40). 

Copiers—How the Avco Corp. reduced the 
number of copiers needed from 95 to 54 by 
placing some in decentralized spots in the plant 
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There's just 
one thing worse 
than finding 


pers cme 
cancer. 


finding out. 


: Sure, finding out is a shock. 
As But finding out gives you a 
i fighting chance. And the ear- 


lier cancer is found, the better 
the chances of beating it. 

There’s one certain way to 
lose to cancer. And that’s not to 
find out. Until it’s too late. 

The thing to do is to have 
your physician give you a good 
going over now, when you feel 
great. And then when your 
doctor tells you that you are 
great, you'll feel even better. 


american 
cancer 
society 
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